
INSTRUCTIONS: S e  Publication No. 76-RM-1 for instructions on completing this form. Forword dgmd original to 
Depwtment of Archiws and History, Records Management Division, 330 Capitol Avenue, Atlanta; Gl~rg i r .  30334. 
Amtion: Scheduling slction. 

--__ toll AOENCY .~,.  USE 1. M C y  Addre# RCCORDSMANAGEMENT 
Awliarlon Dm O f f i c e  of Carptroller General iatlan Nomkr 

Insurance Department 
_-__ Agents Licensing D i v i s i  

h. 616, W e s t  Tower, F1 Appliation Number 

: A t l a n t a ,  GA 30334 

, 

-.. ~~ -?-- ~ . ~ _ _ .  -w: --**--. -> ~ ..L:.-,.~-_-iw. -w.-_*L ,-=. -7~u-:r.-un--ia~.7--.~I --fi~- - 

~-_C__._-  I__f -_. 

- i--Lx-.F. %~.,.>.~ .*-I i---x ; p , e  

Debbie Richardson m u t e r  Operations Supervisor 6 56- 2 100 
~ ~ ~ - .  ~ _77._C;-x.  .r,K:~-*> .~ .  

a. 0 Estao~im Retention Schadule; record will m t l n w  to accumulate. 
b. 0 Dlrpor, of pewnt accum no further accumulation anticipated. 

Check ona: cha~;~_P_Su~.~-~~_P.._vp_iz1_._._ .-. _I __- ... . _ _ ~  4 9 Y 4 4  c - ~ - . ~ ~ ~ A ~ ~ t i ~ - ~ ~ - - ~ - - ~ - - .  ... -. .._--I- .- 

I- - .-.I . .-l-l-~. r~__.-"i .... .~ ~ ~__._._f~l II -: 2 ,~ . .  

4. DatmofSuks 
Earliest 
7/1/81 
6. Division d Office Function 

5. Racorcfr Series Tltlo ffollowed by tide used in offke; H differant) 

To Date F i r s t - t h s  application Batch R e p o r t s  
What is the function of tha Division and the Office in which th is  record series is  created? 

The Agehts Licensing Division is responsible for the laal licens ing  of agents, counselors, 
brokers +nd adjusters for a l l  classes of insurance by strict enforcement of the 
qualification requirements for a l l  applicants. 

The &uter Operations Section is responsible 'for batching and processing first-tim 
license applications, renewals, certificate of authority request and annual listings, re- 
examination permits, permit renewals, bad checks, redeposits and refunds and balancing 
such with the fiscal deparbent. 
and issues and prints 'licenses, failure 'notices, permit$ and letters of certification/ 
clearance letters to  agents applying for licenses i n  other states. 

The sedion also processes a l l  insurance examinations 

I 
-- - - _ .  -I-I-- - - i-i-_ -- ~ - ____-___ - I  _ _  - -  - . _  __ 

7. RICOtd Serb3 Description 

Documents relating to: 

This fik contains the following documents (include form numbers and tides, if any): 
Attach rsmpler of the file. 
fees paid for individuals applying for insurance licenses 
sponsored by a specific insurance carpany 

Batch Control Sheets, Batch Balance L i s t s  and Batch Extract Lists lnduded are: 



__Jf_nOd.WbWQbk- - __ - - - __ I-- ~-_I- d 

b h e r  the series contain confidential infcwmotion requiring security handling? If ye, c b  Iw or ngulatition. ----- --- ____-_-- _ -  
I_ ___- - --- -1--- 

Y __̂ - ---. ical or long term research  value?^ 
fik nuke it necessary to keep the entire file for a long period, could these' 

_s- 

1 .  - 
this rr ler ow analyzed and/or r w d e d  in a summarized nport? -- I -- 

our off ice, or in another off la or agency? 
!&haul .1̂1--- - - 
L- J 2 r h l u L  ---- ___ I.--_. 

I....I_--- ---- --_ ~ 

--- 
11. Retention Rquirrments The following nquiras tho series to be kept: 

a. State Law - yean. d. Audlt period 1 -years. 0 
years. b. Statute of limitation . 2 *  years. e. Administrative need 

c Federal law p years. f. Federal retention instructions 0 yoars. 

Attach copy or excerpt of laws or regulations. Explain administrative need. 

3 

* See attached sheet  

Information i s  needed t o  ver i fy  r ece ip t  of payments, and f o r  reference i n  the event a c e r t i f j  
ca te  i s  not renewed i n  one year,  but renewal i s  requested i n  a subsequent year. Also used i n  
the  event l ega l  act ion is  i n l t i a t e d  again+ agents who have not acquired the proper l icenses  
o r  c e r t i f i c a t e s  of authority.  -- - - ----- ---- -I -- 

12. A m v d  Disposition Instructions This agency reco<-mndr that  the file wries be cut otf a t  thb end of uch: 
0 Calendar Year; CX Fitcat rear; 0 Other ~ then, 

,month(s) ---__ year(r); then @ Hold in the Current filer area 6 
0 Transfer to local holding arm, hold -----.--ymr(s); then 
a Transfer to State Records bnter; hold 2 1 / 2 - y r a r ( s ) ;  then 

0 Transfer to State Archives for permanent retention. 
0 Other lSpecHy) 

Ihstroy. 

These instructions apply to al l  prior and future accumulations of the wries. 
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OFFICE OFTHE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTORY 

RECORDS MANAQEMENT OlVlSlON r ~- ~ 

APPLICATION FOR RECORDS RETENTION SCHEDULE 
,--c=-q--~~-L - - ~ . ~ - . ~  ~ -. - . . .~ _^_._I . -  .i. j~ ~~ ~ ~ . . ~ ~ . _* ~ . ~ ~ < > . -  ~ .~. 

, ~ . ~- ~ 

Attention: Scheduling Section. 
. 

FOR RECORDS MANAGEMENT . ma 
Awlication Date t he  Compt ro l l e r  

I .~~ ___- A g e n t s  L i c e n s i n g  D i v i s i o n  
Application Number Room 132 S t a t e  C a p i t o l  

Georgia  30384 
2. hrwntoContect 

3. Action Requestud 

I n s u r a n c e  Department 

_r .. . ._ . . . - .~. 

.~ ~- ~. .- 
Angela R.  Watkins  P r i n c i p a l  C l e r k  

a. Estaoiisn Retention Schedule;*tecord will continua to accumulate. 
b. 0 Dispose of present accumulation; no further accumulation anticipated. 

I.___ c. 0 __  Amend AedLw&No. 
4. Datesof Series 
Earliest 

-~ 7- 1-8a - . 1 & l e S -  82 
6. Division and h o  Function 

1'---....7~"2--.=-r-~-~-~__---.-T~tT -~ - - ~ - ~  . ..~.. - 

~~ . .. ~ _ _ ~  ~ I ~ ~ . - ~ . _ _ ~  Check One: .__.~...I____ 0 Change; -0. Superced-e;. 0~ Void ~- 
Series Ti t le  Ifollowsd by title used in office; if different) 

Latest 
FiQm&#r 

__ F i r s t  Time I n s u r a n c e  ~ ~~ ~. Appllcat- ion-Batch~_Control_ S h e e t s  
What is the function of the Division and the Office in which this record series is created)- 

The Agents  L i c e n s e  D i v i s i o n  ,is r e s p o n s i b l e  f o r  p r o c e s s i n g  
a p p l i c a t i o n s  and  i s s u i n g  new agen t s '  l i c e n s e s  and  renewing  permane 
l i c e n s e s ;  examining a g e n t s ,  c o n d u c t i n g  p re -hea r ing  c o n f e r e n c e s ;  
and  fo r  p r e p a r i n g  c e r t i f i c a t e s  f o r  a g e n t s  b e i n g  l i c e n s e d  a s  
n o n - r e s i d e n t s  i n  o ther  s t a t e s  ..and a c c o u n t i n g  f o r  a l l  Agents  
L i c e - w i n g  and Cer t i f i ca t e s  o K A u t h o r i t y  f e e s .  

I 
- ~ ~ . _ . _ _ _ . - _ _ _ , _ _ _ _ _ . I _ .  -. - - . - . ~ . .. . -~ ~~ 

R m r d  Sories Description T h i s  file amtains the following documents /include form numbers and rirles, if anyJ: 
Attach samples of the file. 

Documents relating to: F e e s  p a i d  by I n d i v i d u a l  Agen t s  or B n d i v i d u a l  I n s u r a n c e  

Included are: 

Copnpanies t o  s p o n s o r  s a i d  agents  t o  t a k e  t h e  Georgia i L I  
I n s u r a n c e  Exam(s). 

Top S h e e t s  w i t h  B a t c h  number, Ba tch  C o n t r o l  S h e e t s ,  
Ba tch  Ba lance  L i s t  S t a t u s  S h e e t s .  

, 1  I 
A, 

File isarranged: C h r o n o l o g i c a l l y  by F i s c a l  Year,; t h e r e u n d e r  n u m e r i c a l l y  .by a s s i g n e c  
1 ,- t 

I -' . .  - .  . Batch  number. a .  

_-__ .~ .  ~~ ..... % .. .: . ~- - ... . -  
. - __ .- - . -. 

How often are records referred to which are: 
months old - 6 ~~ ~-~ -; Thirteen to twenty-four months old --. 3 .. ~ . ;  
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1 a. State Law - __~~.  yean. d. Audit period -.-- .i -..years. 
b. Statute of limitation -__- ~ years. e. Administrative need - .~~ -_.---years. 
c. Federal law -years. f. Federal retention insrructions _--.. ~ .. - years. 

Attach copy or excerpt of laws or regulations. Explain administrative need. , i:-. 'i; -. . .- .. 

2. I~ 

.~ .. .. . .  , .  
< ' ~  ~ ~ ~. ~ 

< , .  '. .. . 
~~ . -. . .  . . .  . .  , .  . .  

< ~ ,  . . .  . 
~ ~--~-.~I_ _ _ ~ I . _ ^ ~ ~ =  

~~ 

~~~~~~ ~ . . . _ _ _ _ _ ~ _ _ ~  ~- ~- . .. . . . . 
12 A D W V ~  .- Disposition Instructions ' This agency rebmmends t h a t  the file series be cut otf ar tht and of each: 

' ' <  

' 0 Qlendar Year;.& Fi&l  . rear*"O , .>* Other ~ - - T  ~~ then, 

0 Hold in the current files area I-~-~ -month(s) 
0 Transfer to local holding area, hold 

Transfer to State Reaxds Center: hold -3. 
eS Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other .lspecifyl 

. yeark); then 
-year(s); then 

.- yearb); then 

, .  

, ~ .  . . .  . 

These instruaions apL.,' to al l  p .lr and future accumulations a. :he series, 



- _  . :*. ' 

I 
Addition t o  item 1 l b .  

These f i l e s  can be 
wi thout  t h e  proper 
33-5-3, would be a 
of l i m i t a t i o n  on a 

,i 

used i n  the  event  a person ' is charged w i t h  s e l l i n g  i n s u r a n c e  
l i c e n s e s  o r  a u t h o r i t y :  The cha rge ,  according t o  O.C.G.A. 
misdemeanor. According t o  0. C .  G .  A.  17-3-1, t h e  s t a t u t e  
misdemeanor is two y e a r s .  

(The above altera i! i o n  t o  the  schedule  w a s  made by Harmon Smith and Char!.es 
Saxon based on a u t h o r i t y  gran ted  t o  Harmon Smith by the  Comptr - l le r  G e n e r a l ' s  
r e c o r d s  o f f i c e r  Mickey Anderson i n  a te lephone  conve r sa t ion  July 30, 1985.)  


